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VOLUNTEER INTERNSHIPS AND
CERTIFIED LAW STUDENT PROGRAM

Thank you for your interest and desire to participate in the Los Angeles County District Attorney’s
Office Volunteer Internships and Certified Law Student Program. The District Attorney’s Office offers
a variety of volunteer opportunities. Volunteers do not receive compensation or benefits from the
District Attorney’s Office.

Volunteer positions are available for high school students; college or university undergraduate and
post-graduate students; law clerk and certified law clerk students, including students participating
in a Masters of Law program; and recent law school graduates who are waiting for their results of
the California Bar examination. Attorney volunteer positions are available only for attorneys
participating in the Los Angeles County Bar Association, Trial Advocacy Project (TAP Project).
General volunteer positions are reserved for individuals who have been selected to assist with a
special project or assignment.

This Application Packet provides important information about the eligibility requirements for the
various volunteer positions and the proper procedures that must be followed by all potential
volunteer candidates. The policies and procedures contained herein are within the guidelines of
Los Angeles County and District Attorney departmental regulations. Alteration of the information
and contents of this Application Packet is strictly prohibited.

VOLUNTEER RECRUITMENT COORDINATOR'’S OFFICE

The Los Angeles County District Attorney’s Office, Volunteer Internships and Certified Law Student
Program is administered through the Volunteer Recruitment Coordinator’s Office (Recruitment
Office) which is located at the following address:

District Attorney’s Office
Volunteer Recruitment Coordinator’s Office
Hall of Justice, Suite 1200
211 West Temple Street
Los Angeles, California 90012

Questions regarding the District Attorney’s Office volunteer program should be directed to the
Volunteer Recruitment Office via email at LADARecruitment@da.lacounty.gov.
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VOLUNTEER INTERNSHIPS AND CERTIFIED LAW STUDENT PROGRAM

VOLUNTEER INTERNSHIP POSITIONS

Volunteers may work during regular office hours (8:00 a.m. to 5:00 p.m.) Monday through Friday
during the Spring (January 1 through May 31), Summer (June 1 through August 31) and Fall
(September 1 through December 31) sessions, and volunteers must be available for a minimum

of 16 hours per week. Volunteers have the opportunity to learn about the criminal justice system
firsthand and work closely with all levels of staff, from deputy district attorneys to investigators to
support staff, as well as have contact with other court and law enforcement staff.

Due to our desire to avoid even the appearance of a conflict of interest, volunteers are advised that
they may not perform any work (paid or unpaid) for any criminal defense attorney or on any criminal
defense case during the pendency of their internship with this office.

Application Deadlines

Applications for each session are accepted at any time prior to the session deadline as indicated
below. The application process, including a LiveScan and background investigation, requires four (4)
to six (6) weeks or longer to complete.

Available volunteer positions will be limited for each session (225 applications for the Spring session,
350 applications for the Summer session, and 225 applications for the Fall session. Applications
received after the application deadline period will not be accepted. Receipt of a cover letter and/or
resume will not satisfy the requirement of timely submission of the application and background
investigation forms.

Session Internship Dates Application Deadlines APX::E:IE
Spring January 1 - May 31 November 15 225
Summer June 1 - August 31 April 15 350
Fall September 1 - December 31 July 15 225

Youth Volunteer Internship - High School Students

Volunteer Student Worker: The minimum age requirement to participate in the volunteer program as
a high school student is 16 years of age. All high school students must be 16 years of age at the time
the application is submitted. Students must be currently enrolled in high school and have the consent
of a parent or legal guardian. Volunteer positions for high school students will be limited for each
session. A high school volunteer student worker can be expected to assist with any of the following
duties:

Scanning, photocopying, and/or shredding of documents
Answering telephones, typing, filing, delivering documents
Assembling reports, documents or manuals

Other duties depending on education and skills
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Undergraduate and Post-Graduate Internship - College or University Students

Volunteer Student Worker: Undergraduate or post-graduate students who are currently enrolled in,
or have recently graduated from, a college or university may participate in the volunteer program.
Volunteer positions for undergraduate and post-graduate students will be limited for each session.
Undergraduate or post-graduate volunteer student workers can be expected to assist with any of the
following duties:

Collecting and analyzing statistics

Doing research and special studies on issues affecting individual cases

Assembling reports, documents or manuals

Contacting witnesses - civilian and law enforcement - regarding court dates
Assembling case evidence notebooks; sorting evidence

Performing any related clerical work, as required, including answering telephones,
photocopying, delivering documents, and transporting media equipment

¢ Other duties depending on education and skills
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Law Clerk Internship - First Year Law Students

Volunteer Law Clerk: Students who have completed their first year of law school are eligible to
volunteer as a law clerk during the summer after the first year and also during the following
school year. Volunteer law clerks are placed in offices where they will be involved primarily in
legal research-related assignments in specialized units and divisions located in the Downtown

Los Angeles area and outlying branch and area offices. They may assist in the preparation of felony
and misdemeanor prosecutions, observe courtroom activities and assist with any of the following
duties:

Reviewing transcripts for inconsistent statements

Sitting in on trial strategy discussions

Composing drafts of motions and memoranda

Obtaining restitution information

Contacting or checking in victims or witnesses

Assembling case evidence notebooks; sorting and analyzingevidence
Assist with any of the duties listed above for undergraduate students
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Certified Law Clerk Internship - Second, Third, or Fourth Year Law Students

Volunteer Certified Law Clerk: The Certified Law Student Program provides law school students with
the opportunity to present actual criminal cases in court with a focus on courtroom trial skills. Under
the rules of the Office of Certification/Practical Training of Law Students (PTLS), the State Bar of
California allows qualified law students to make appearances in court under the supervision of a
deputy district attorney.

In order to qualify for certification, students must be enrolled in their second, third or fourth year of
law school and must have either successfully completed or be currently enrolled in Evidence and Civil
Procedure courses. Certification forms are available through your law school and the State Bar of
California. The certification procedure includes a fee of $55.00 payable to the State Bar for students
who have never been certified. There is no fee for recertification. Fees are the responsibility of the
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student. Students must be available to attend a one-day training on how to present evidence in a
criminal proceeding and how to conduct a preliminary hearing or juvenile adjudication.

Masters of Law (LL.M.) Internship - Attorneys Outside Of California Or The United States

Volunteer Law Clerk or Certified Law Clerk: Students who are participating in a Masters of Law
(LL.M. to ].D.) law school program may participate in the volunteer program as a volunteer law clerk
or certified law clerk. Students in the LL.M. program are assigned to offices where they will be
involved in legal research-related assignments in specialized units and divisions located in the
Downtown Los Angeles area and some outlying branch and area offices. They may assist with any of
the duties of a volunteer law clerk or certified law clerk.

Post-Bar Law Clerk Internship - Recent Law School Graduates

Post-Bar Volunteer Law Clerk: Law school students who have received a Juris Doctorate (J.D.) degree
and are waiting for results of the California Bar examination may participate in the volunteer program
as a volunteer law clerk. However, once an individual has successfully passed the California Bar
examination, they are no longer eligible or authorized to participate in the District Attorney’s Office
volunteer program. Any exception requires the approval of the Assistant District Attorney for
Administration. The deputy district attorney requesting the exception must do so in writing through
their chain of command (Deputy-in-Charge/Head Deputy, Bureau Director, Assistant District
Attorney).

LACBA Trial Advocacy Project Attorney - TAP Attorneys

Volunteer Attorney: Attorneys in good standing with the California State Bar and who have
successfully completed the Los Angeles County Bar Association, Traditional Trial Advocacy Program
(TAP) may participate as a volunteer attorney where they will present actual criminal cases.
Attorneys interested in a volunteer attorney position may send a cover letter and resume to the
LACBA TAP Administrator, 1055 West 7th Street, Suite 2700, Los Angeles, California 90017-2577 or
visit the LACBA website at www.lacba.org for further information.

Volunteer attorneys participating in the TAP project volunteer as pro bono prosecutors. They may
assist with criminal cases, including jury selection, opening statements, direct and cross-examination
of witnesses, trial related motions (i.e., motions to dismiss), jury instructions, closing arguments and
sentencing. Assignments for TAP attorneys are made at the discretion of the District Attorney’s Office
to ensure the mission of the office is successfully accomplished and where positions are available.

General Volunteer Position

General Volunteer Position: An individual who does not meet the eligibility requirements for a
student worker, law clerk, certified law clerk or TAP attorney volunteer position may participate as a
general volunteer. The general volunteer position is reserved for individuals who have been selected
to assist with special projects or special assignments. The general volunteer position is not available
for students currently enrolled in law school, law school graduates or attorneys.
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VOLUNTEER INTERNSHIPS AND CERTIFIED LAW STUDENT PROGRAM

FREQUENTLY ASKED QUESTIONS

These “Frequently Asked Questions” provide answers to questions that are most frequently asked
about the District Attorney’s Office volunteer program. They also provide important information
regarding the application process and the proper procedures that must be followed as you apply for a
volunteer position with the Los Angeles County District Attorney’s Office.

Confidential Volunteer Office File

Los Angeles County and District Attorney departmental policies require the Recruitment Office to
maintain a confidential file for all volunteers. Only authorized personnel in the Recruitment Office,
Bureau of Investigation and Human Resources Division have access to the volunteer confidential files.

Your application and background investigation forms, as well as any documents submitted in support
of your application (such as a cover letter, resume, curriculum vitae, photo identification, passport,
school enrollment form, school transcripts, military forms, letter of recommendation, license or
certificate, court records, et cetera) become part of your confidential file.

1. Volunteer Internship Application Forms

Step 1: You must complete the volunteer application forms - Volunteer Program Application
and Volunteer Program Agreement. High school students must also complete the Youth Volunteer
Parental Consent Form. These forms are available at the end of this packet as well as onthe
District Attorney’s Office website at http://da.lacounty.gov under the “Contact/Volunteer” tab.

May I apply for more than one internship session? No. Your application will be considered for
one (1) session that you have selected on your application.

If I am unable to begin my internship for the session I requested, may I change my request for a
different session? Yes. If you are unable to intern during the session you requested on your
application, you must contact the Recruitment Office and request another session.

If I submit my application and background investigation forms and then decide not to volunteer as
an intern, whom should I contact? You must contact the Recruitment Office and indicate that you
are no longer interested in a volunteer internship.

2. Background Investigation Forms

Step 2: You must complete the background investigation forms — Waiver/Authorization To
Release Information and Criminal Record Check Information. These forms are available in the
Recruitment Office as well as on the District Attorney’s Office website at http://da.lacounty.gov
under the “Contact/Volunteer” tab.

Los Angeles County and District Attorney departmental policies require you to have a
preliminary background check before you can participate as a volunteer. Your internship is
contingent upon satisfactory completion of your background investigation.
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